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Foreword 
 
 
 
 
The Social Security Administration (SSA) developed this handbook for you 
to use when serving as a representative payee.  It provides guidance to 
assist you in understanding the principles of the Representative Payment 
program.  It is a “how-to” manual with specific instructions for serving as a 
representative payee.  Within this framework, you can tailor your 
representative payee system to fit your organization’s resources and the 
needs of your beneficiaries. 



SOCIAL SECURITY ADMINISTRATION 4

Introduction 

 
 
 
 
SSA administers two programs that provide income security for aged, blind, 
or disabled persons and their dependents or survivors.  These programs are 
the most important sources of income for many Americans. 
 
Social Security is a social insurance program that protects workers and 
their families from loss of earnings because of retirement, death or 
disability.  

 
Supplemental Security Income (SSI) is a federal income maintenance 
program for aged, blind and disabled persons with little or no income or 
resources.   
 
We refer to both Social Security beneficiaries and SSI recipients as 
“beneficiaries.”  Some beneficiaries receive both Social Security and SSI 
payments. 
 
Most people receive their payments directly; however, others are unable to 
manage or direct the management of their own funds.  We pay these 
people through representative payees who receive and manage payments 
for them.  SSA usually looks for a representative payee among the 
beneficiary’s family and friends.  For a small segment of the population, the 
traditional networks of support are not available.  We rely on state, local or 
community sources to fill the need. 
 
Community representative payee programs play a vital role in serving our 
beneficiaries.  They help to ensure that benefit payments are used for basic 
needs, which provide the beneficiary with a more stable environment.  A 
caring representative payee can help motivate many beneficiaries to work 
toward more independent living and can improve their response to therapy, 
rehabilitation, and their family. 
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What is a representative payee? 
 
 
 
 
A representative payee is an individual or organization that receives 
Social Security and/or SSI payments for someone who cannot manage or 
direct someone else to manage his or her money.  Your main 
responsibility as a representative payee is to use the funds to pay for the 
current and foreseeable needs of the beneficiary.  (Refer to pages 8-9 for 
the duties of a representative payee.)  With certain exceptions, a 
representative payee is not paid for services.  However, see below for a 
description of certain representative payees who are authorized to collect 
a fee. 
 
There are two kinds of representative payees: 
 
1. Individual representative payee – This could be someone that a 

beneficiary lives with or a family member or friend who does not live 
with the beneficiary.  It could also be a lawyer, a legal guardian, or a 
volunteer for a government or non-profit agency. 

 
2. Organizational representative payee – This category includes 

social service agencies, institutions, an official of a state or local 
government agency or a financial organization.  Some organizational 
payees, called Fee-for-Service Payees, are permitted to charge the 
beneficiary a fee for their services.  The payee must file a request and 
be approved before they can collect a fee.  

 
Note:  Having power of attorney or a joint bank account with the 
beneficiary is not the same thing as being a representative payee. 
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Who is a beneficiary? 
 
 
 
 
SSA administers both the Social Security and SSI programs.  A 
beneficiary is a person who receives Social Security and/or SSI payments. 
 
Social Security 
 
Workers qualify for Social Security benefits after they have worked under 
covered employment for a specified time period and had Federal 
Insurance Contributions Act (FICA) taxes  withheld from their earnings.  
When the worker retires or becomes disabled, he or she becomes eligible 
for Social Security benefits.  A worker’s spouse or children may also 
become eligible for Social Security benefits if the worker retires, becomes 
disabled or dies.  The amount that someone receives depends on the age 
at which he or she retires, becomes disabled, dies, how long he or she 
worked under the Social Security program, the amount of earnings, etc. 
 
SSI 
 
To receive SSI, a person must be 65 or older, blind or disabled and must 
have limited income.  In order to qualify, he or she cannot have over 
$2,000 ($3,000 for a couple) in countable resources.  Some resources, 
such as the home where the beneficiary lives and one car, are usually not 
counted.  Children may receive SSI due to disability or blindness.  SSA 
administers a payment called the federal benefit rate (FBR) that is paid 
out of General Revenues, not the Social Security Trust Fund.  Some 
states supplement this amount.  The FBR is usually reduced if the 
individual has other income such as cash or in-kind income, which can 
include food or housing.  Some individuals may receive both Social 
Security and/or SSI payments; eligibility for benefits depends on the 
individual meeting the requirements for each program. 

It is important that the representative payee know which type of 
payment(s) the beneficiary is receiving and what events/changes must be 
reported to SSA.  (See pages 24-25 for the reporting responsibilities of a 
representative payee.)
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Who needs a representative payee?  

 
 
 
SSA assumes adult beneficiaries are capable of managing their money 
unless there is legal, medical or lay evidence to the contrary.  Having a 
representative payee is not an option or a choice.  SSA appoints a 
representative payee when a beneficiary is determined incapable of 
managing or directing someone else to manage their Social Security 
and/or SSI payments. 
 
The law requires that some beneficiaries have a representative payee.  
Those required to have a payee include:  
 
� minor children under age 15  (For children age 15 – 17, SSA policy 

requires a representative payee, unless an exception is granted.);    
 
� legally incompetent adults (if your organization is a legal guardian for 

a beneficiary, you will need to submit a copy of the court appointment 
to SSA); and 

 
� disabled adults who are determined by SSA to be incapable, and who 

SSA has determined to have a drug addiction or alcohol (DAA) 
condition. 

 
If you have a beneficiary that is receiving their own Social Security and/or 
SSI payments and they lose their ability to manage their money, you 
should promptly report this to SSA.  When this occurs, SSA will obtain 
medical or lay evidence to determine if the beneficiary is capable of 
managing his or her payments.  If the beneficiary is determined to be 
incapable, SSA will appointment a representative payee.  Your 
organization may apply to be representative payee. 

 
Special Needs of Beneficiaries With a Drug Addiction or Alcohol 
Condition 
 
Disabled adults who are determined by SSA to be incapable, and who SSA 
has determined to have a drug addiction or alcohol condition must have a 
representative payee.  Organizations and agencies are preferred 
representative payees for these beneficiaries because they already serve 
the mentally ill, substance abusers and the homeless. These agencies are 
aware of the special needs of these individuals and how financial resources 
can help to meet those needs.  SSA and local organizations and agencies 
have established mutually beneficial working relationships. 
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How to apply to be a representative payee 
 
 
 
  
To apply to be a representative payee, your organization should contact 
the local Social Security office to file Form SSA-11 (Request To Be 
Selected As Payee – see Exhibit A).  SSA requires this application to be 
completed in a face-to-face interview (with certain exceptions.)  
 
The face-to-face interview is used to: 
 
� determine your organization’s relationship to the beneficiary; 

 
� discuss your organization’s qualifications; 

 
� discuss your organization’s ability to carry out the responsibilities of a 

representative payee; 
 

� explain the representative payee duties; 
 

� explain representative payee reporting responsibilities; and  
 

� explain the liability for not reporting changes to SSA. (See pages  
24-25 for a list of changes that must be reported and page 26 for  
liability and responsibility for an overpayment.) 

 
You must provide accurate information so that SSA can determine your 
organization’s suitability to serve as representative payee.  
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What are your duties as a representative payee? 
 
 
 
 
A representative payee acts on behalf of the beneficiary to manage the 
beneficiary’s Social Security and/or SSI payments.   
 
Required Duties: 
 
� Determine the beneficiary’s current needs for day-to-day living and 

use his or her payments to meet those needs. 
 

� Save any money left after meeting the beneficiary’s current needs in 
an interest bearing account or U. S. savings bonds. 

 
� Report any changes or events which could affect the beneficiary’s 

eligibility for benefits or payment amount such as a change in the 
amount of a pension, wage changes (for example, increase in number 
of hours worked or increase in hourly wage), etc.  An income change 
in one month usually changes the SSI payment two months later.  You 
must consider the possibility of an increase or decrease in future 
monthly SSI payments when paying current expenses or giving money 
to the beneficiary. 

 
� Keep written records of all payments received from SSA and how they 

are spent and/or saved. 
 
� Provide benefit information to social service agencies or medical 

facilities that serve the beneficiary. 
 
� Notify SSA of any changes or circumstances that would affect your 

performance as a representative payee or your decision to continue to 
serve as representative payee. 

 
� Complete written reports accounting for the use of funds (See Exhibit 

B for an example of an accounting report.)  
 
� Assist the beneficiary in the completion of continuing disability reviews 

and redeterminations of SSI eligibility. 
 
� Return any payments to SSA for which the beneficiary is not entitled. 
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� Return any conserved funds to SSA if you stop serving as a 

representative payee for the beneficiary. 
 
� For SSI beneficiaries, be aware of any other income or resources  that 

the beneficiary has.  This is important because other income and/or 
other resources may impact on the beneficiary’s SSI eligibility and/or 
payments. 

 
� For children who receive SSI, you must assist in obtaining treatment 

that was prescribed by a physician, psychologist or other acceptable 
medical source and that is expected to improve or restore the child’s 
functioning.  Failure to provide help in obtaining necessary medical 
treatment for the child may result in SSA removing you as 
representative payee. 
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Suggestions for other ways representative payees  
can help 
 
 
 
 
Although it is not required, SSA encourages you to go beyond managing 
finances and to be actively involved in your beneficiary’s life. 
 
Other ways to help the beneficiary include: 
 
� getting the beneficiary medical treatment when necessary;  
 
� meeting regularly with the beneficiary (preferably face-to-face); 

� establishing a budget, discussing it with the beneficiary, and involving 
him or her as much as possible in financial decisions; 

 
� explaining Social Security and/or SSI payments and the beneficiary’s  

expenses to him or her; 
 
� ensuring that the beneficiary is aware of current and large retroactive 

payments; 
 
� helping the beneficiary find other services he or she needs (for 

example, food stamps, housing subsidies, etc.); 
 
� learning all of the various impairment related work expenses and blind 

countable expenses and report them to SSA when required so that the 
beneficiary can take advantage of work incentives in the disability 
program and perhaps have higher benefit payments; 

 
� helping the beneficiary fill out applications for other needed services 

and cooperating with caseworkers; 
 
� negotiating with landlords and others to get “the best possible deal” 

for the beneficiary; 
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� helping the beneficiary file income tax returns (The beneficiary may 
owe taxes on Social Security payments or may be due a refund. Also, 
the beneficiary may be entitled to an earned income tax credit (EITC) 
that can be paid throughout the year or included in the federal income 
tax calculation.); and 

 
� recommending an alternate person or agency if you can no longer 

serve as a representative payee for the beneficiary(ies). 
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What a representative payee must know about the 
“Ticket to Work” provisions for people with disabilities 
 
 
 
 
One of SSA’s highest priorities is to help people with disabilities achieve 
independence by helping them to take advantage of employment 
opportunities.  For this reason, SSA has in place special initiatives to 
assist people with disabilities in this process.  Some of these initiatives 
are as follows: 
 
� an increase in the choices that beneficiaries have in obtaining 

rehabilitation and vocational services; and 
 
� removing the barriers that require people with disabilities to choose 

between health care coverage and work. 
 
As a representative payee for people with disabilities, you need a working 
knowledge of the technical provisions involved so you can advise your 
clients appropriately and recognize when to seek case-specific guidance 
from SSA.  
 
For additional information on the Ticket To Work provisions, please obtain 
the following: 
 
� “Work Incentives For People With Disabilities,” January 1, 2001, 

Publication #64-030; and 
 
� “Ticket To Work and Work Incentives Improvement Act of 1999,” June, 

2000, Publication #05-10060. 
 
We also post up-to-date information about the latest developments on 
our Ticket to Work web site at www.ssa.gov/work. 

http://www.ssa.gov/work


SOCIAL SECURITY ADMINISTRATION 14

What is proper use of benefits? 
 
 
 
 
You must ensure that payments are used to meet the beneficiary's 
immediate and reasonably foreseeable day-to-day needs for food and 
housing.  Then, payment may be used for the beneficiary's personal 
needs such as clothing, recreation, and miscellaneous expenses.  You 
may also use payments to pay for medical and dental care not provided 
by Medicare, Medicaid or a residential institution.  You must save funds 
remaining after meeting the beneficiary’s current and reasonably 
foreseeable needs.  You receive the Social Security and/or SSI payments 
on behalf of the beneficiary and it is your responsibility to spend the 
funds in the best interest of the beneficiary. 
 
Current Maintenance Needs 
 
Representative payees must always be aware of the beneficiary's current 
maintenance needs and ensure these needs are met.  Current needs 
should never be sacrificed to pay other expenses. 
 
Institutionalized Beneficiaries 
 
It is SSA’s policy that representative payees of all institutionalized 
beneficiaries should provide at least $30 monthly for the beneficiaries’ 
personal needs. 
 
If the beneficiary is receiving care in a federal, state or private institution 
and not receiving Medicaid payments for his or her care, current 
maintenance includes the institution’s charges and expenditures for items 
that will aid in the beneficiary’s recovery or release or improve the 
beneficiary’s condition.  

  
For Social Security retirement, survivors or disability (not SSI) 
beneficiaries, if the current maintenance needs of an institutionalized 
beneficiary are met (for example, the beneficiary is in a hospital) you 
may use part of the funds for the support of the beneficiary's legally 
dependent spouse, child, and/or parent.  If you have any questions on 
this provision, contact your local Social Security office. 
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Other Expenditures 
 
Claims of Creditors – You may satisfy the beneficiary’s debt (arising 
prior to the first month for which Social Security or SSI payments are 
made) if the beneficiary's current and reasonably foreseeable needs are 
met.  When your organization is also a creditor, such as a landlord or 
an institution, and the debt was incurred before the beneficiary’s 
entitlement, you must get SSA’s approval before reimbursing your 
organization for any debts owed to your organization. 
 
Guardianship Fees – If you have been appointed a legal guardian for an 
incompetent beneficiary, a reasonable part of the beneficiary's funds may 
be used for customary guardianship fees, provided the guardianship 
appears to be in the beneficiary's best interests.  These fees must be 
authorized and monitored by a court. 
 
Paying legal guardianship fees would not constitute proper use of 
benefits in the following situations: 
 
� guardianship costs and fees are included as part of a state's support 

obligation to the beneficiary, or if you have been authorized by SSA to 
receive a fee for services from the beneficiary.  (See pages 30-33 for 
“Payment for representative payee services.”); 

 
� costs or fees related to an unsuccessful petition for guardianship; or 
 
� the beneficiary's funds will be depleted by the guardianship costs to 

the point where the beneficiary’s personal needs are not being met. 
 
Out of Pocket Expenses – You may be reimbursed for reasonable out-
of-pocket expenses incurred for the beneficiary.  For example, the cost of 
transporting the beneficiary to a doctor’s appointment (such as bus fare 
or mileage) is paid from the organization’s funds.  The amount the 
organization may be reimbursed must correspond to the actual expense 
incurred for the individual beneficiary.   You must keep records of your 
expenses.   
 
However, if you are collecting a fee for representative payee services, you 
are not authorized to be reimbursed for any expenses that are 
considered “overhead.”   For example, expenses such as  postage, office 
equipment, photocopying, etc. are already included in your fee for 
representative payee services. 
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Payment for Representative Payee Services – Certain representative 
payees are authorized to collect a fee for their services if they are 
qualified to do so under the law, and have been approved by SSA to be a 
“fee-for-service” representative payee.  (See pages 30-33 for an 
additional discussion of this provision.) 
 
Purchasing Insurance – Purchasing life insurance or a prepaid burial 
contract is an acceptable use of benefits, unless: 
 
� premiums diminish available funds to the point where the beneficiary’s  

current maintenance needs are not being met; 
 
� there is a conflict of interest (for example, if the representative payee 

is heir to the estate); or 
 
� an institutional representative payee normally uses funds from another 

source to purchase insurance for a non-beneficiary. 
 
Misuse of Benefits 
 
SSA defines misuse of benefits as the "...misappropriation of benefits by 
the representative payee."  Misuse occurs when you neither use the 
beneficiary’s funds for current and foreseeable needs or save them.  
 
� SSA investigates all allegations of misuse, gathers facts and evidence, 

and makes a formal determination on whether misuse has occurred.  If 
misuse is found, SSA may appoint a new representative payee or 
make direct payment to the beneficiary. SSA will then initiate action to 
recover the misused funds. 

 
� If your organization misuses the beneficiary’s funds, then your 

organization has a legal obligation to make restitution to the 
beneficiary. 
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Managing and conserving funds 
 
 
 
 
We recommend that you hold the beneficiary’s funds for current and 
foreseeable needs in an interest bearing checking or savings account.   
SSA encourages you to have the funds directly deposited to a bank 
account.  To protect the beneficiary's funds, the checking and/or savings 
account title must reflect the beneficiary's ownership of the funds and 
your organization’s  fiduciary relationship.  Neither the representative 
payee nor any other third party can have ownership interest in the 
account.  The beneficiary must never have direct access to the account.  
 
Although these are the most common methods of identifying accounts, any 
account title (under state law) that shows beneficiary ownership and your 
organization as fiduciary is acceptable.  Your bank will provide help if you 
have additional questions.  Do not use joint accounts.  If at all possible, do 
not use the name of an individual staff person; use your organization’s 
name. 
  
After meeting the beneficiary’s current needs, you should save any extra 
funds in an interest bearing account or U.S. savings bonds. 
 
Types of Bank Accounts: 
 
Individual Accounts 
 
Agencies may decide to maintain separate bank accounts for  
each beneficiary for the following reasons: 
 
� a separate accounting system is not required; and 
 
� the opportunity to involve the beneficiary in bill paying and teach them 

skills in this area. 
 
Recommended titles for Individual Accounts: 

 
� John Q. Bene by Pollock Pines Representative Payee Services, 

representative payee; or 
 
� Sequoia Step Up, representative payee for Bennie Q. Davis 



SOCIAL SECURITY ADMINISTRATION 18

Collective Accounts 
 
Organizations serving as a representative payee for several beneficiaries 
may request payment into a collective bank account.  Agencies and 
institutions often find it efficient to use a collective account to hold 
beneficiaries' funds for the following reasons:  
 
� centralizes the individual accounts;  

 
� may earn larger amounts of interest to allocate to the beneficiaries; and 
 
� may avoid checking account service charges. 
 
Collective accounts are acceptable under the following conditions: 
 
� the account is separate from the organization’s operating account; 
 
� the account title shows that the funds belong to the beneficiaries and 

not the representative payee; 
 

� there are clear and current records showing the amount of each 
beneficiary’s share in the account and consistent procedures are 
followed for documenting credits and debits of the individual 
beneficiaries;  

 
� interest is credited to each individual on the basis of his or her share in 

the account; and 
 
� the account records and other supporting records are made available, 

upon request, to SSA. 
 
Recommended title for a Collective Account: 
 
� Patuxent Social Services, representative payee for Social Security and 

SSI beneficiaries 
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Special instructions for children’s representative payees 
 
 
 
 
The following instructions apply to representative payees for children 
under the age of 18. 
 
General Instructions 
 
� You must report to SSA if a child beneficiary moves, begins to live with 

someone else, or if the child is adopted or marries.  You must also 
report if there is a change of custody. 

 
� You must report if the beneficiary is a stepchild and the parents 

divorce or one dies. 
 
For children who receive SSI: 
 
� You may be required to obtain treatment that was prescribed by a 

physician, psychologist or other acceptable medical source and that is 
expected to improve or restore the child’s functioning.  Failure to 
provide help in obtaining necessary medical treatment for the child 
may result in SSA removing you as representative payee. 
 

� Certain large past-due SSI payments to blind or disabled children 
covering more than six months of payments must be placed directly 
into a separate “dedicated account.”  Funds in this account may only 
be used for certain expenses, as discussed below.  
 

Dedicated Accounts: 
 
The law requires that representative payees establish and maintain an 
account in a financial institution for certain large past-due payments for 
SSI beneficiaries under the age of 18.  These “dedicated accounts” must 
be maintained separately from any other savings or checking account set 
up for the beneficiary.  Except for past-due payments that may be 
received later, no other funds may be commingled into the account.  The 
money and the interest on the money in a dedicated account are not 
counted as income or resources for SSI purposes. 
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Money in a dedicated account can be used only for the following 
categories of things that benefit the child and is related to the child’s 
impairment: 
 
� medical treatment; 
  
� education or job skills training; 
 
� personal needs assistance, special equipment, housing modification, 

and therapy or rehabilitation, if related to the child’s disability; or, 
 
� any other item or service related to the child’s disability that SSA 

determines to be appropriate.  We encourage you to first get 
approval from your local Social Security office for this category 
of expenses.   

 
Examples of “other” items or services that could be related to the 
child’s impairment (not all inclusive): 

 
� Household furnishings and appliances related to the child’s disability 

such as air conditioning for an asthmatic child, a washing machine for 
an incontinent child or installation of a phone line to ensure ready 
access for a needed service.   

 
� Increased electric bills resulting from impairment-related mechanical 

devices that must run frequently. 
 
� Housing renovations where the present conditions adversely affect the 

child’s health such as insulating a home for a child with a respiratory 
or cardiovascular condition that is aggravated by extremes of cold or 
heat, or a separate bedroom for a child with emotional disabilities that 
require a structured setting.   

 
� Repairing walls, replacing carpets or furnishings that have been 

damaged by a disabled child; 
 
� Special play and recreation equipment related to the child’s 

impairment and specialized day care and therapeutic recreation such 
as special summer camps or Special Olympics; 

 
� Special foods for a child with specific dietary needs; 
 
� Special clothes, such as orthopedic shoes or specialized clothing for 

incontinent children; 
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� Computers and related accessories and software to promote learning, 

cognitive and other skills; 
 
� Transportation expenses incurred in getting the child to training 

classes, therapy sessions, doctor’s appointments, etc.  This could 
include bus or cab fare, or in some cases the purchase of a vehicle; 

 
� Counseling, crisis intervention services, respite care or therapeutic 

foster care, if not covered by health insurance or a public service 
program; and 

 
� Payment of attorney fees incurred in pursuit of the child’s disability 

claim. 
 

Examples of approved requests for expenditures from dedicated 
accounts: 
 
� A parent payee requested approval for paying the cost of moving from 

an apartment to a rented home.  This expense was related to the 
child’s autism since the apartment lease was terminated due to the 
frequent, noisy outbursts from the disabled child.  The request was 
approved because the child’s outbursts resulted in losing the lease. 

 
� A parent payee requested approval to buy a van that was specially 

equipped to accommodate the child’s wheelchair.  The van was needed 
to transport the child to and from therapy sessions several times a 
week.  To support this request, the parent provided the child’s 
treatment history along with a letter from the child’s doctor indicating 
the treatments were ongoing and unlikely to terminate.  The request 
was approved on the basis of the van being needed for the child to 
attend impairment-related therapy sessions.   

 
� A parent payee requested approval to buy a new pair of shoes for the 

disabled child.  The request was denied because the shoes are not 
related to the child’s impairment.  The child should have shoes, but the 
expense must be paid from the child’s ongoing monthly SSI payments. 
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� A parent payee requested approval to pay for the cost of a respite 
worker so that the mother could shop, take care of personal business 
and have a short break from her care giving responsibilities for her 
disabled child.  The request was approved because the expense is for 
specialized care for the disabled child while providing a respite for the 
mother. 

 
Note:  In an emergency, dedicated account funds can be used for basic 
living expenses to prevent the child from becoming homeless or 
malnourished. 
 
If you knowingly use money from the dedicated account for anything 
other than the expenses shown above, you must repay SSA from your 
own funds.  You must keep a record of all money taken from this account 
and maintain receipts for all items or services obtained with money from 
this account.  We periodically review these records (See Exhibit C for an 
example of the accounting report.)  
 
Dedicated account rules apply until all funds in the dedicated account are 
depleted or eligibility for SSI benefits terminates.  If you have any 
questions about dedicated accounts, please contact your local Social 
Security office. 
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Some things a representative payee cannot do  
 
 
 
 
There are some limits to what a payee can do.  Representative payment 
is legally recognized only for benefits SSA pays.  A payee only has the 
legal authority to decide how the Social Security and/or SSI payment will 
be used for the beneficiary’s care and well being. 
 
 
Being a representative payee does not give you authority to: 
 
� use a beneficiary’s money for anything other than the beneficiary’s 

needs; 
 
� spend a beneficiary’s funds in a way that would leave him or her 

without necessary items or services (housing, food, clothing, medical 
care); 

 
� put a beneficiary’s Social Security and/or SSI payments in your or another 

person’s account; 
 
� use a beneficiary’s “dedicated account” funds for purposes not related 

to the child’s impairment (for example, medical treatment, education, 
job skills training, etc.); 

 
� keep the beneficiary’s conserved funds if you are no longer the 

representative payee; 
 
� charge the beneficiary for services unless authorized by SSA (See 

pages 30-33);  
 
� make medical decisions; 
 
� sign legal documents, other than Social Security documents, on behalf 

of a beneficiary; and 
 
� have legal authority over earned income, pensions, or any income 

from sources other than Social Security and/or SSI payments. 
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What changes must be reported to SSA? 
 
 
 
 
You must promptly report changes to SSA that may affect the 
beneficiary’s eligibility for Social Security and/or SSI benefits.  To report 
changes, call our toll-free number, 1-800-772-1213, or call or visit your 
local Social Security office. 
 
You must report the following:  
 
� the beneficiary dies; 

 
� the beneficiary moves; 

 
� the beneficiary marries or divorces; 

 
� the beneficiary starts or stops working; 
  
� a disabled beneficiary’s condition improves; 
 
� the beneficiary leaves or plans to leave the U.S. for 30 consecutive 

days or more; 
 
� a beneficiary’s immigration or citizenship status changes; 

 
� the beneficiary is confined to a correctional institution; 
 
� custody of a child beneficiary changes or a child is adopted; 

 
� the beneficiary is a child (including a stepchild) and the parents 

divorce or one dies; 
 

� your organization can no longer serve as representative payee; or 
 

� the beneficiary no longer needs a representative payee. 
 
Note:  As a representative payee, you may be held liable for repaying an 
overpayment if you do not report changes timely. 
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Additional events to report for SSI beneficiaries 
 
 
You must also report the following: 
 
� countable resources exceed $2,000 for an individual or $3,000 for a 

couple; 
 
� the beneficiary moves to or from a hospital, nursing home or other 

institution; 
 
� the beneficiary starts receiving another government benefit, or the 

amount of that benefit changes; 
 

� a married beneficiary separates from his or her spouse, or they begin 
living together after a separation; 

 
� someone moves into or out of the beneficiary’s household; or 
 
� the beneficiary has any change in income or resources (For example, a 

child’s SSI payment may change if there are any changes in family 
income or resources.). 

 
A representative payee must also complete a periodic review of non-
medical eligibility factors called a “redetermination” which includes income, 
resources and living arrangements.   A redetermination determines whether 
the SSI beneficiary is still eligible for and receiving the correct payment 
amount (See Exhibit D).
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What is your liability and responsibility for an 
overpayment? 
 
 
 
 
An overpayment is any amount of money received for any period that 
exceeds the total amount of money that should have been paid.  The 
overpaid amount is a debt owed to the United States Government. 
 
When a beneficiary is overpaid, the current representative payee should 
file for waiver on behalf of the beneficiary.  The waiver request will 
determine the beneficiary’s liability for repayment of the total 
overpayment amount. 
 
If the beneficiary is overpaid through no fault of your organization and 
the incorrect payments were used to meet the beneficiary’s needs, then 
you may not be held liable.   
 
If SSA determines that a former representative payee is liable for 
repayment of the overpayment (or a portion thereof), recovery is initiated 
against the former representative payee and not the current 
representative payee. 
 
In some cases, the beneficiary’s benefit payments are suspended or 
terminated.  The beneficiary may request continuation of payment while 
appealing the cessation of payment.  Any resulting overpayment due to 
losing the appeal may not have to be repaid to SSA.   
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Best practices 
 
 
 
 
You may benefit from the “best practices” organizational representative 
payees around the nation have shared with us. 
 
Some of these practices are listed below: 
 
� Establish a line of communication with your local Social Security office. 
 
� Some representative payees have negotiated arrangements with local 

merchants to purchase goods such as food, clothing or household 
furnishings.  The beneficiary can select his or her items and buys them 
with a pre-approved credit voucher or after the merchant verifies the 
purchase with the representative payee.  Alcohol is excluded from these 
arrangements. 

 
� Representative payees have negotiated with financial institutions to 

provide checking accounts with no or minimal service charges, if 
needed.  An organization with a substantial number of beneficiaries may 
be able to get a more favorable group rate. 

 
� Some organizations flag the financial accounts of SSI beneficiaries when 

conserved funds reach $1,500.  This serves as an alert to assess the 
personal needs of the beneficiary and maintain countable resources 
below the $2,000 limit by meeting these needs. 

 
� Some organizations have found it helpful to themselves and to the 

beneficiaries for whom they serve as payee to have a written contract 
stating the terms of their relationship.  We included a sample 
“CONTRACT” on the following page that organizations and agencies 
could adapt to their own needs. 
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Sample Contract  
 
 

 
CONTRACT 

 
     I have discussed my needs with [Name of Organization Staffer].  I agree to have  
     [Name of Organization] serve as my representative payee for Social Security 

and/or SSI payments. 
  

    I will: 
 

• Be clean and sober when I come to conduct business, 
 

• Treat staff with courtesy and respect, 
 

• Come to conduct business only on [days and hours organization has set up], 
 

• Receive $[amount] for spending money every [length of time] as agreed, and  
 

• Sign a receipt when I receive my spending money. 
 

    In the event of a financial emergency:  [Organization’s Provision]. 
 
    I understand that if I fail to comply with these rules, [Organization] may refuse to 
    Continue to serve as my representative payee. 
 
    [Organization] will: 
 

• Treat me with courtesy and respect; 
 

• Be available on [days and hours] to meet with me; 
 

• Use funds received on my behalf to meet my current needs for food, clothing and 
housing; 

 
• Report to the Social Security Administration (SSA) any events that may affect my 

eligibility for payments or payment amount; 
 

• Account to SSA on how my money has been spent or saved; 
 

• Save any unspent funds, if any, in a way that clearly shows the funds belong to 
me; and  

 
• Return to SSA any funds that have been saved for me (in the event of a change in 

representative payee) or that were sent for my benefit but to which I am not 
entitled. 

 
--------------------------------------                        ----------------------------------------             
Beneficiary                                                                  Organization  
Signature and Date                                                      Signature and Date 
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Developing a representative payee accounting system 
 
 
 
 
Your organization must establish some form of a representative 
payee accounting system that will track: 
 
� how much money was received; 
 
� how much money was spent; and 
 
� the balance saved for each beneficiary. 
 
We do not tell you how to set up your system.  You may wish to use a PC program 
that will:  
 
� alert you when a SSI beneficiary’s conserved benefits are approaching 

the $2,000 resource limit;   
 
� prorate interest earned based on each beneficiary’s portion of the 

balance; and 
 
� provide understandable and up-to-date reports so SSA and the 

beneficiary know how the money was spent.  
 
You should save your records for at least 2 years and make them available 
to SSA upon request. 
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Payment for representative payee services  
 
 
 
 
SSA can authorize certain types of organizations to collect a fee from a 
beneficiary’s monthly payment for providing representative payee services.  
We refer to these organizations as “fee-for-service” representative payees. 
 
To qualify as a fee-for-service organization, your organization must 
be: 
 
� a community based, nonprofit social service agency or organization 

which is bonded or licensed in the state in which you serve as 
representative payee; or  
 

� a state or local government agency with responsibility for income 
maintenance, social service, health care, or fiduciary responsibilities; 
and 

 
� regularly serving as a representative payee for at least five beneficiaries 

and not a creditor of the beneficiary. 
 
An exception to the creditor restriction can be granted when: 
 
� The goods or services that create the creditor relationship meet the 

current needs of the beneficiary.  To meet this condition, these items 
must be for the immediate needs of the beneficiary, such as food, 
clothing and housing.  Creditor relationships that are established to 
discharge past debts do not meet this requirement; and  
 

� The cost(s) of goods and services provided by the organization are 
equitable.  This means that the amount the beneficiary is charged for 
the organization’s services is consistent with rates charged other 
individuals and is reasonable for the services provided.  The organization 
may have a policy which considers the beneficiary’s ability to pay when 
determining the amount to be charged for the goods and services it 
provides. 

 
Important:  A creditor organization’s authorization to collect a fee for 
serving as representative payee for one beneficiary does not extend to 
subsequent applications for other beneficiaries.  Authorizations must be 
made on a case-by-case basis, and SSA will advise you of their decision. 
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Fee amounts: 
 
� Effective December 2000, the authorized fee is the lesser of 10% of the 

monthly benefit amount or $29. 
 
� For individuals receiving disability payments and SSA has determined 

that a drug addiction or alcoholism condition is a contributing factor, the 
fee is the lesser of 10% of the monthly benefit amount or $56. 

 
Note:  The fee amount for each month is deducted from the check received 
in the following month, that is, the December fee is deducted from the 
check amount received in January. 
 
When fees for payees cannot be collected 
 
A fee may not be collected if any of the following apply: 
 
� there is no payment received in the month, or 
 
� the organization is receiving compensation, including guardianship fees, 

for performing representative payee services from another source, or 
 
� payee services were not performed for the month. 
 
Current benefits may not be used to collect fees for past months.  Also, a 
beneficiary’s conserved funds (checking/saving account, bonds, etc.) or an 
institutionalized beneficiary’s personal needs funds cannot be used for 
collecting fees. 
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Note:  There is one exception which allows an organization to collect a fee 
of more than $29/$56 in a month.  The exception applies when a 
retroactive payment is made for a prior period of nonpayment or incorrect 
payment and the organization: 
 
� is approved to collect a fee for the months for which the payment is 

made; 
 
� provided payee services for the month for which payment is made; and 
 
� is payee of record when the retroactive payment is received. 
 
Example:  A county mental association was a fee-for-service payee for a 
beneficiary whose disability includes a DAA condition and these benefits 
were terminated effective January 2000.  Members of the association staff 
assisted the individual in processing an appeal on the termination.  They 
also visited him at least monthly to ensure that his county assistance 
payments were being used for basic needs.  In March 2001, the individual 
was reinstated and received retroactive payments for January through 
March.  The benefits were issued to the association, which continued to 
perform as payee.  The association can charge the individual the permitted 
fee amount ($56) for each month covered in the retroactive payments. 
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How to request authorization to collect a fee  
 
 
 
Before your organization can collect a fee for representative payee 
services, you must request authorization in writing from SSA and that 
request must be approved. 
 
The written request must include all of the following information 
and documents listed below: 
 
� your Employer Identification Number (EIN); 
 
� your organization’s statement of purpose (mission statement); 
 
� your organization’s service area (For example, this would include the 

neighborhoods, cities and counties served.); 
 
� a list of the names, social security numbers, and residence addresses 

of beneficiaries for whom you are already serving as a representative 
payee; 

 
� a statement as to whether or not your organization currently charges 

any of the beneficiaries for its services; and 
 
� the signature of the director of your organization or another individual 

who can legally act for the organization. 
 
If your organization is not a state or local government agency, 
you must also submit the following documents with the request: 
 
� proof of tax-exempt status under Section 501(c) of the Internal 

Revenue Code; and 
 
� a copy of your organization's current bonding agreement with an 

insurance company or mortgage holder (For example, the type of bond 
requested is one that guarantees payment to the organization for 
unforeseen financial loss through the actions of a corporate officer or 
employee dishonesty.); or  

 
� if your organization is not bonded, you may submit a copy of the 

organization’s current state license, certificate or notice that allows it 
to provide services within the state. 
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Monitoring representative payees 
 
 
 
SSA wants to make sure representative payees fulfill their responsibilities.  
We actively monitor representative payees through reports and visits. 
 
Under the law, you are required to submit a Representative Payee Report 
(See Exhibit B) each year.  This form asks you for information such as 
how you used the beneficiary’s payments, how much (if any) was saved, 
and whether or not the beneficiary’s custody changed.  The only 
exception to this reporting requirement is for certain state mental 
institutions that participate in an alternative monitoring program. 
 
In addition, we visit certain organizational representative payees 
periodically.  This improved organizational representative payee 
monitoring program provides an opportunity for ongoing education for 
you about your duties and responsibilities.  It will also improve lines of 
communication between you and SSA. 
 
The site review program includes the following features: 
 
Six-Month Site Visit -- SSA will visit fee-for-service representative 
payees six months after appointment to ensure that you fully understand 
your duties and responsibilities and are on the right track with respect to 
record keeping and reporting. 
 
Annual Certification --  Fee-for-service representative payees are 
required to show each year that you continue to meet the requirements 
for charging a fee for your representative payee services.  For example, 
you are required to present proof of current licensing and/or bonding and 
serve at least five beneficiaries. 
 
Site Reviews --  SSA will review fee-for-service representative payees 
and certain other large organizational representative payees at least once 
every three years.  The reviews will ensure representative payee 
compliance through a face-to-face meeting and examination of a sample 
of beneficiary records. 
 
Random Reviews -- SSA conducts reviews of a random sample of 
organizational representative payees. 
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Definitions  

 
 
 
 
Custody – This refers to the control and care of the beneficiary.  
“Physical custody” means that the beneficiary actually lives with the 
person or organization who has custody.  “Legal custody” means that a 
court has placed a person in the custody of an individual, institution, or 
other agency.  Temporary changes in custody (for vacations or short 
trips) are not considered a change of custody if the beneficiary is 
expected to return to his or her original custodian. 
  
Incapable – A determination made by SSA that a person is unable to 
manage or direct someone else to manage their Social Security and/or 
SSI funds.  When SSA finds someone is incapable, it means that they 
need a representative payee. 
 
Legal Emancipation – This is a term used to describe a child under 18 
years old who has been declared by a State court of law to be no longer 
subject to parental or guardian control.  Laws regarding emancipation 
vary from state to state.  
 
Legal Guardian – Someone who has been appointed by a court of law to 
have responsibility for a minor or an incompetent adult.  Some forms of 
legal guardianship refer only to responsibility for the financial affairs of 
the child or incompetent adult.  The legal guardian can be the 
representative payee for a beneficiary or someone else can serve as 
representative payee. 
 
Legal Incompetence – A court’s decision that a beneficiary is unable to 
manage his or her affairs.  A beneficiary who is found to be legally 
incompetent must have a representative payee.  SSA requires a copy of 
the court ruling in order to appoint a representative payee. 
 
Power of Attorney – This is a legal arrangement in which a person 
grants someone else authority to sign legal documents or make financial 
transactions for them.  It need not involve capability or competence.  SSA 
does not recognize a power of attorney for purposes of managing a 
beneficiary’s benefits and payments. 
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Frequently asked questions 
 
 
 
 
How often do I have to report to SSA on how payments have been 
used? 
We will send you a “Representative Payee Report” periodically, usually 
once a year.  The report is simple to complete if you keep clear records of 
payments received and how the money is spent and/or saved.  Refer to 
Exhibit E for an example of a record keeping worksheet. 
 
What type of bank account should I set up?  
The bank account must be titled so that it is clear that the money belongs 
to the beneficiary.  A checking account may be best because you will 
have cancelled checks and/or statements that show how the funds were  
spent.  However, some beneficiaries cannot maintain high enough 
balances to avoid service charges.  Cashier’s checks and money orders 
also have charges associated with them.  Make every effort to set up an 
account that earns interest, minimizes fees and enables you to keep clear 
records.  If you are serving as a representative payee for a large number 
of beneficiaries, you may want to set up a collective account, but this will 
require an accounting system. 
 
The beneficiary for whom I am representative payee moves 
around a lot.  Since you have my address, why do I have to notify 
you every time he moves?  
We know it is difficult to stay on top of the whereabouts of some 
beneficiaries, but the law requires SSA to keep a current file of 
representative payee and beneficiary names and addresses.  For SSI 
beneficiaries, moving can mean a change of living arrangements and a 
change in his or her SSI payment.  In addition, SSA sometimes needs to 
send notices not only to you, but also to the beneficiary.  You can call 
SSA toll-free at 1-800-772-1213, or if you prefer, you can notify SSA by 
mail when a beneficiary moves or to report other changes.  
 
I am representative payee for a child who wants to go on vacation 
and needs one-on-one assistance.  Can her funds be used to pay 
for her personal assistant’s expenses on the trip? 
Any use of the beneficiary’s funds must show a correlation between the 
expense incurred and a direct benefit to the individual beneficiary.  The 
use of a beneficiary’s funds to pay the expenses of a personal  
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assistant may be proper if the personal assistant serves as a volunteer 
and is not receiving any other source of remuneration from the 
representative payee’s organization.  However, if the personal assistant is 
an employee of the agency and on duty, the expenses should be paid by 
the agency.  Of course, the expense must be reasonable in relation to the 
beneficiary’s funds and the beneficiary must not have unmet current or 
foreseeable needs.  You must obtain SSA’s approval before using the 
funds for this purpose. 
 
What “out-of-pocket” expenses can I be reimbursed for? 
You can be reimbursed from the beneficiary’s funds for actual expenses 
incurred in providing services for your beneficiary such as postage, phone 
calls, cost of money orders, transportation costs (for example, cab fare or 
mileage), etc.  You must keep records of your expenses. 
 
However, if you are collecting a fee for representative payee services, you 
are not authorized to be reimbursed for any expenses that are 
considered “overhead.”  For example, expenses such as postage, office 
equipment, photocopying, etc. are already included in your fee for 
representative payee services. 
 
The beneficiary for whom I am representative payee wants to 
spend money on things that I think are unwise (alcohol, 
cigarettes, lottery tickets, candy, etc.).  What is my responsibility? 
Your main obligation is to ensure that the current needs (food, clothing 
and housing) of the beneficiary are met.  Once that has been done, the 
beneficiary has the right to have some discretionary spending money, 
even if you do not approve of all of his or her choices.  In the case of 
drug or alcohol abuse, you may want to give the beneficiary only small 
amounts of spending money, or purchase food to give to the beneficiary, 
rather than cash.   
 
When I became representative payee, I found out that the 
beneficiary has a lot of outstanding debts.  What is my obligation 
concerning those debts? 
Money that you receive for the beneficiary, whether monthly or past due 
payments, must be used to meet current needs such as housing, food, 
utilities, and medical and dental expenses before funds may be spent on 
outstanding debts.  Social Security and SSI payments  are exempt from 
seizure by creditors.  If failure to pay old debts could result in negative 
consequences like homelessness, you should attempt to settle the debts. 
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If the beneficiary owes money to your organization for a debt which arose 
before the beneficiary’s entitlement, you must first obtain SSA’s approval 
before using the beneficiary’s funds to pay the debt.  If you have any 
question regarding this requirement, contact your local Social Security 
office. 
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Medicare and Medicaid  
 
 
 
As a representative payee, you should know some things about Medicare 
and Medicaid coverage because you may be asked to use funds to pay 
some of the beneficiary’s medical bills. 
 
Medicare 
Medicare is a federal health insurance program, administered by the  
Centers for Medicare and Medicaid Services (CMS) [formerly known as 
the Health Care Financing Administration (HCFA)]. Social Security 
beneficiaries are entitled to Medicare automatically at age 65.  If the 
beneficiary is under age 65, Medicare usually starts after 24 continuous 
months of disability benefits.  Medicare beneficiaries must pay certain 
deductibles and coinsurance payments.  Part B, Supplementary Medical 
Insurance, also requires beneficiaries to pay a monthly premium that is 
usually deducted from the Social Security benefit payment.  The Medicaid 
program, described below, may be able to help beneficiaries with limited 
income and resources pay Medicare premiums and/or Medicare 
deductibles and coinsurance.  For more information about Medicare 
coverage, call the toll free Medicare Hotline at 1-800-MEDICARE  
(1-800-633-4227) to speak to a Medicare Customer Representative and 
ask for a copy of the publication Medicare and You (HCFA Publication No. 
10050).  You can also reach CMS on the Internet.  Type 
http://cms.hhs.gov or http://www.medicare.gov to access 
Medicare information. 
 
Medicaid  
Medicaid is a joint federal-state health insurance program, administered 
by the state.  States have some discretion in determining which groups of 
people Medicaid will cover and the financial criteria for Medicaid eligibility.  
States usually provide Medicaid for individuals who receive federally 
funded cash assistance payments such as SSI.  In many states, an SSI 
application also serves as a Medicaid application.  Even in states where 
this is not the case, SSI beneficiaries  usually qualify for Medicaid. 
 
Some Medicaid programs do not require receipt of cash assistance for 
eligibility.  A person may qualify even if his or her income and resources 
are too high for SSI.  These programs include help with Medicare 
expenses; others vary from state to state.  For more information about 
Medicaid, contact the beneficiary’s medical assistance (Medicaid) agency, 
social service or welfare office.  

http://cms.hhs.gov
http://www.medicare.gov
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Key differences between Medicare and Medicaid: 
 
 
Differences 

 
Medicare 

 
Medicaid 
 

 
Eligibility 

 
Part A – (Hospital 
Insurance) Automatically 
eligible if over 65 and 
receiving Social Security, 
or under 65 and receiving 
Social Security disability 
benefits for over 24 
months.  There are special 
rules for people with 
permanent kidney failure, 
people with ALS 
(amyotrophic lateral 
sclerosis) and certain 
people with previous 
eligibility to Social Security 
or SSI. 
 
Part B (Medical Insurance) 
Automatically eligible  
if eligible for Part A.  
 

 
May be eligible, depending 
on income, resources, and 
state eligibility criteria.  In 
32 states and the District 
of Columbia, SSI 
beneficiaries are 
automatically eligible. 

 
Administration 

 
Federal government:   
CMS (Centers for Medicare 
and Medicaid Services) 
[formerly known as HCFA 
(Health Care Finance 
Administration)]  
administers 

 
State/local: The state 
oversees the program; 
usually administered at 
the county level.  CMS 
oversees the states. 
 

 
Funding  

 
All federal.  A portion of 
the FICA (Federal 
Insurance Contributions 
Act) contribution goes to 
the Medicare trust fund. 
 

 
Federal/state 
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Cost-sharing 
(portions of the coverage 
that the beneficiary must 
cover) 

 
Part A: deductibles and 
co-insurance 
 
Part B:  premiums, 
deductibles and co-
insurance 
 

 
States may impose 
nominal deductibles, 
coinsurance, or  
co-payments for certain 
services.  In many states 
with “medically needy” 
programs, persons whose 
SSA benefits are too high 
to qualify for SSI may 
qualify for Medicaid by 
spending their excess 
income on premiums and 
medical care.  This 
includes people in long-
term care. 
 

 
Services covered  

 
Part A: Hospital and 
related health care 
services, skilled nursing 
homes and home health 
care. 
 
Part B:  Some physician’s 
services, home health (if 
you do not have Part A), 
laboratory work, durable 
medical equipment, other  
No prescription coverage. 
 

 
Necessary medical and 
rehabilitative services.  
May vary by state. 
 
Prescriptions  
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Other Available Publications  
 
 
 
What You Should Know When A Representative Payee Manages Your 
Money 
SSA Publication No. 05-10097 
ICN 468634 
 
 
Social Security:  A Guide for Representative Payees 
SSA Publication No. 05-10076 
ICN 468025 
 
 
Understanding Supplemental Security Income 
SSA Publication No. 17-008 
ICN 443175 
 
 
Social Security:  What You Need to Know When You Get Retirement or 
Survivors Benefits 
SSA Publication No. 05-10077 
ICN 468300 
 
 
Social Security:  What You Need To Know When You Get Disability 
Benefits 
SSA Publication No. 05-10153 
ICN 480165 
 
 
Social Security:  What You Need To Know When You Get SSI 
SSA Publication No. 05-11011 
ICN 480265 
 
 
A Guide to SSI for Groups and Organizations 
SSA Publication No. 05-11015 
ICN 455360 
 
 
To order any of these publications, call SSA at 1-800-772-1213 or visit 
http://www.ssa.gov 

http://www.ssa.gov
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Exhibits 
 
 
 
 
Exhibit A  -  Form SSA-11-BK (Request To Be Selected As Payee) 
 
Exhibit B  -  Form SSA-623-F6 (Representative Payee Report) 

 
Exhibit C  - Form SSA-6233-BK (Representative Payee Report of  

Benefits and Dedicated Account) 
 
Exhibit D  - Form SSA-8202-F6 (Statement For Determining  

Continuing Eligibility for Supplemental Security Income  
Payment) 

   
Exhibit E  -  Income and Expenses Worksheet 
 
Exhibit F  - What You Should Know When a Representative Payee  

Manages Your Money (SSA Publication No. 05-10097) 
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Exhibit A   
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Exhibit A (continued) 
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Exhibit A (continued) 
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Exhibit A (continued) 

 
 
 
 



SOCIAL SECURITY ADMINISTRATION 48

Exhibit A (continued) 
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Exhibit A (continued) 
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Exhibit A (continued) 

 
 
 
 



Guide for Organizational Representative Payees 51

Exhibit A (continued) 

 
 
 



SOCIAL SECURITY ADMINISTRATION 52

Exhibit A (continued) 
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Exhibit A (continued) 
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Exhibit A (continued) 
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Exhibit A (continued) 

 
 
 
 



SOCIAL SECURITY ADMINISTRATION 56

Exhibit B 
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Exhibit B (continued) 
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Exhibit B (continued) 
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Exhibit B (continued) 
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Exhibit B (continued) 
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Exhibit B (continued) 
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Exhibit C 
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Exhibit C (continued) 
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Exhibit C (continued) 
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Exhibit C (continued) 
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Exhibit C (continued) 
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Exhibit C (continued) 
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Exhibit C (continued) 
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Exhibit C (continued) 
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Exhibit D 
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Exhibit D (continued) 
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Exhibit D (continued) 
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Exhibit D (continued) 
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Exhibit D (continued) 
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Exhibit D (continued) 
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Exhibit E 
 
Income and Expenses Worksheet 

 
 Month and            
 Year   
 
 

 
Amount of  
payments 
received 

 
Expenses for food  
and housing 

 
Expenses for 
clothing, 
medical/dental, 
personal items, 
recreation, 
miscellaneous 
 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 
Totals for 
Report period 
 

 
 
$____________ 
 

 
 
$____________ 
Put this figure on line 
3B of the 
Representative  payee 
Report 
 

 
 
$____________ 
Put this figure on line 
3C of the 
Representative  payee 
Report 

 
Show the total amount of any benefits you saved including any interest earned.  $  ____________ 
 
Put this figure on line 3D of the Representative  payee Report. 
 

 

This form is optional.  You are free to design your own form or use 
another record keeping method.  Make copies for your own use.  
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Exhibit F 
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Exhibit F (continued) 
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Exhibit F (continued) 
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Exhibit F (continued) 
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Exhibit F (continued) 
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If You Have Questions 
 
 
 
 
For more information, visit or write any Social Security office.  Or phone 
our toll-free number, 1-800-772-1213.  You can speak to a service 
representative between the hours of 7 a.m. and 7 p.m. on business days.  
Whenever you call, have the beneficiary’s Social Security number handy.   
 
People who are deaf or hard of hearing may call our toll-free TTY number, 
1-800-325-0778, between 7 a.m. and 7 p.m. on business days.  If you 
need a foreign language interpreter, we will provide one free of charge 
upon request. 
 
You can also reach us on the Internet.  Type 
http://www.ssa.gov/payee to access Representative Payment 
Program information. 

http://www.ssa.gov/payee


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Social Security Administration 
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